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Cathy Coleman <ccoleman@cityofwoodward.com> Thu, Feb 25, 2010 at 12:58 PM 

To: Requestor 

The following are excerpts from the City of Woodward Personnel Policy Manual, October 2008, pertaining to item 
number one on your request. 



103 Equal Employment Opportunity 



In order to provide equal employment and advancement opportunities to all individuals, employment decisions at the 
City will be based on merit, qualifications, and abilities. The City does not discriminate in employment opportunities or 
practices on the basis of race, color, religion, sex, national origin, age, disability, or any other characteristic protected by 
law. 



The City will make reasonable accommodations for qualified individuals with known disabilities unless doing so would 
result in an undue hardship. This policy governs all aspects of employment, including selection, job assignment, 
compensation, discipline, termination, and access to benefits and training. 

Any employees with questions or concerns about any type of discrimination in the workplace are encouraged to bring 
these issues to the attention of their immediate supervisor or the City Manager. Employees can raise concerns and make 
reports without fear of reprisal. Anyone found to be engaging in any type of unlawful discrimination will be subject to 
disciplinary action, up to and including termination of employment. 



109 Disability Accommodation 



The City is committed to complying fully with the Americans with Disabilities Act (ADA) and ensuring equal 
opportunity in employment for qualified persons with disabilities. All employment practices and activities are 
conducted on a non-discriminatory basis. 



Hiring procedures have been reviewed and provide persons with disabilities meaningful employment opportunities. 
Pre-employment inquiries are made only regarding an applicant's ability to perform the duties of the position. 



Reasonable accommodation is available to all disabled employees, where their disability affects the performance of job 
functions. All employment decisions are based on the merits of the situation in accordance with defined criteria, not the 
disability of the individual. 



Qualified individuals with disabilities are entitled to equal pay and other forms of compensation (or changes in 
compensation) as well as in job assignments, classifications, organizational structures, position descriptions, lines of 
progression, and seniority lists. Leave of all types will be available to all employees on an equal basis. 



The City is also committed to not discriminating against any qualified employees or applicants because they are related 
to or associated with a person with a disability. The City will follow any state or local law that provides individuals 
with disabilities greater protection than the ADA. 



This policy is neither exhaustive nor exclusive. The City is committed to taking all other actions necessary to ensure 
equal employment opportunity for persons with disabilities in accordance with the ADA and all other applicable 
federal, state, and local laws. 



703 Sexual and Other Unlawful Harassment 



The City is committed to providing a work environment that is free from all forms of discrimination and conduct that 
can be considered harassing, coercive, or disruptive, including 

sexual harassment. Actions, words, jokes, or comments based on an individual's sex, race, color, national origin, age, 
religion, disability, or any other legally protected characteristic will not be tolerated. The City provides ongoing sexual 
harassment training to ensure you the opportunity to work in an environment free of sexual and other unlawful 
harassment. 



Sexual harassment is defined as unwanted sexual advances, or visual, verbal, or physical conduct of a sexual nature. 
This definition includes many forms of offensive behavior and includes gender-based harassment of a person of the 



same sex as the harasser. The following is a partial list of sexual harassment examples: 



* Unwanted sexual advances. 



Offering employment benefits in exchange for sexual favors. 



Making or threatening reprisals after a negative response to sexual advances. 



* Visual conduct that includes leering, making sexual gestures, or displaying of sexually suggestive objects or 
pictures, cartoons or posters. 



* Verbal conduct that includes making or using derogatory comments, epithets, slurs, or jokes. 



* Verbal sexual advances or propositions. 



* Verbal abuse of a sexual nature, graphic verbal commentaries about an individual's body, sexually degrading 
words used to describe an individual, or suggestive or obscene letters, notes, or invitations. 



* Physical conduct that includes touching, assaulting, or impeding or blocking movements. 



Unwelcome sexual advances (either verbal or physical), requests for sexual favors, and other verbal or physical conduct 
of a sexual nature constitute sexual harassment when: (1) submission to such conduct is made either explicitly or 
implicitly a term or condition of employment; (2) submission or rejection of the conduct is used as a basis for making 
employment decisions; or, (3) the conduct has the purpose or effect of interfering with work performance or creating an 
intimidating, hostile, or offensive work environment. 



If you experience or witness sexual or other unlawful harassment in the workplace, report it immediately to your 
supervisor. If the supervisor is unavailable or you believe it would be inappropriate to contact that person, you should 
immediately contact the City Manager. You can raise concerns and make reports without fear of reprisal or retaliation. 



All allegations of sexual harassment will be quickly and discreetly investigated. To the extent possible, your 
confidentiality and that of any witnesses and the alleged harasser will be protected against unnecessary disclosure. 
When the investigation is completed, you will be informed of the outcome of the investigation. 



Any supervisor or manager who becomes aware of possible sexual or other unlawful harassment must immediately 
advise the City Manager so it can be investigated in a timely and confidential manner. Anyone engaging in sexual or 
other unlawful harassment will be subject to disciplinary action, up to and including termination of employment. 



There are no ordinances enacted by the City pertaining to items two and three of your request. 

Please let me know if there is anything else we can assist you with. 

Cathy Coleman 

City Clerk 

580-254-8504 

(Fax) 580-254-8514 

ccolemanfg),cityofwoodward.com 



